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	Personal Summary
	A competent and organized individual who is able to work as part of a team and manage several priorities at any one time, has a positive attitude, strong works ethic, and a keen desire to learn and grow within a firm. As a dedicated professional I fully understand the importance of the HR department to any organization, and therefore aim to make any office I work in as effective and efficient as possible. Right now I would like to work for a friendly and exciting company that is looking for a suitable position who can reflect their values of excellence & quality.


Career History
August 22, 2012 – March 14, 2015


 ANSAR GROUP OF COMPANIES (NEW WORLD CENTRE)


 P.O. Box 3726 Doha Qatar.
 H.R. Personnel / H.R. Assistant

Responsible for the full employee life cycle from recruitment, induction to exit, and for providing full administrative support to the HR Managers and Officers. Also involved in the day to day running of the HR Office.

Duties
· Arranges the necessary to new employee(s) such as accommodation, cash advanced, ID No., Staff Uniforms, Branch Location, Email & Mobile, and etc.

· Updates the employee’s job description, Duties and Responsibilities, ensuring the department complies with all recruitment Policies, Laws, & Regulations.
· Coordinates the Orientation, Other Trainings and Training Management (HR Trainers).

· Assists the HRM in conducting the quarterly & annual reviews (PMS) of employees, calculating the evaluation & completed the same to assess the training requirement.

· Attendance records management.

· Provides secretarial and administrative support, performing confidential secretarial function.

· Responds to employee’s queries & request, receiving & screening employees request to forward to the management.

· Communicates to Local & Foreign Recruitment Agency for Manpower Requirement.

· Manages Staffs Accommodation, Passports, & other documents of each employee’s in order.

September 2008 – August 2012    


                          WORKKERS BUILDERS, INC.




Rm. 203 Miranda Bldg. # 292 Paso De Blas   Valenzuela City 

Manpower Coordinator / H.R. Personnel
· Handles manpower contingencies in times of work-related emergencies, ensuring prompt medical aid and financial assistance is delivered to the distressed worker, and due replacement is made in place.

· Screen / interviews applicant for manpower pooling and for placement of qualified applications to any available position.

· Prepares Project Employment Contract, ID’s and Conduct Orientation for newly hired employees.

· Coordinates with management all manpower requirements of corporate clients, all of which are manufacturing companies requiring skilled workers.

· Supervise and coordinate field workers activities and assignment. And assist accident / injured workers and process their claims.
· Handles government-required periodic reports such as SSS & Pag-ibig loans utilizing an automated system to ensure efficiency and accuracy.

· Assist payroll preparation, billing & collection, and delivery using various online bank channels, ensuring a secure, timely and accurate delivery of employee’s salaries, wages and benefits through computerized channels.


January 2006 – August 2008    


SMARTJOB MANPOWER BUILDERS INC.


 # 114 Scout Limbaga St. Brgy. Sacred Heart Quezon City 
Manpower Coordinator / H.R. Personnel
· Handles manpower contingencies in times of work-related emergencies, ensuring prompt medical aid and financial assistance is delivered to the distressed worker, and due replacement is made in place. 

· Screen / interviews applicant for manpower pooling and for placement of qualified applications to any available position.

· Prepares Project Employment Contract, ID’s and Conduct Orientation for newly hired employees

· Coordinates with management all manpower requirements of corporate clients, all of which are manufacturing companies requiring skilled workers.

· Supervise and coordinate field workers activities and assignment. And assist accident / injured workers and process their claims.
· Handles government-required periodic reports such as SSS & Pag-ibig loans utilizing an automated system to ensure efficiency and accuracy.

· Assist payroll preparation, billing & collection, and delivery using various online bank channels, ensuring a secure, timely and accurate delivery of employee’s salaries, wages and benefits through computerized channels.


Nov 2004– Apr 2005                                         





 MAJOR SHOPPING MGT CORP.


 SM Megamall Mandaluyong City
Sales Associate / Cashier / Counter Checker
· Validates the accuracy & completeness of customer’s purchased items settled over-the-counter before final delivery of purchases to the customer-purchaser.

· Performs cross-selling functions whenever there are promos and store sales.

· Acts as a collection agent for customer donations to tie-up charities. 

	Personal Skills
	Well verse in the use of different computer software like MS Word, MS Excel, MS Power Point, MS Access, Net Surfing, Decision making, Attention to detail, excellent communicator, Tactful & articulate,

	Academic Qualifications 1998–2002 STI College Cubao
                                               Edsa, Cubao,QC. Philippines

                                     B.S. Computer Science.

                                     Nominated for Best Thesis,
                                    “ Magnetic-Card Enabled Payroll System
                                     Automation for Citadel Inc.”
                                    a program successfully sold to Citadel Inc. 

	                                       1994–1998 

                                       Salcedo National High School, Eastern Samar

                                    High School Degree

                                    Graduated with 5th honourable mention 

	                                       1988–1994       
                                       Bagtong Central Elementary  School,     
                                       Eastern Samar
                                    Elementary Degree

                                    Graduated with 3rd  honourable mention

Personal Information    Age: 33

                                     Birthday: May 15, 1981

                                     Civil Status :  Single

                                     Height : 5 feet and 8 ½ inches

                                     Weight:  160 lbs

                                     Religion :  Roman Catholic
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